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School Portal Training Guide

Welcome

Hello and welcome to the School Portal Training Guide.

The purpose of this guide is to make sure you get the most out of
your School Portal. We’ll show you practical things (i.e. how to
post a job) as well as more advanced features (i.e. how to access
job statistics and set up different users).

Once you've read through the guide, you should be comfortable
navigating School Portal and using all of its features.

This guide is designed to let you access the specific menu
sections individually. But we’'d recommend going through all the
content at least once to make sure you’re familiar with all the
features.

If you have any questions about this guide or School Portal in

general, we’re here to help. For questions, please don’t hesitate
to contact your account manager.
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School Portal Training Guide

What School Portal can do for you

Manage your whole recruitment process in one place:

Online advertising
Create great quality ads fast, and post themin a few
clicks whenever it's convenient

Ad Performance Tracking
View your jobs' statistics and use the data to maximise
their performance

School Career Site
Position your school as an employer of choice and feature
all your vacancies on your fully branded Career Site

Online Application Form
Access Tes Online Application Form to deliver a great
application experience, and double the volume of applicants

Applicant Tracking System
Easily manage candidates on the Applicant Tracking System.
Work as a team to shortlist and respond to applicants faster,

% tes securing the talent you want
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If your school doesn’t already have access to School Portal you'll need to contact Tes to set you up for the first time. After
you've contacted your account manager/agency we will send you an invitation email to join your School Portal. Click

on the link in the email and you'll be directed to tes.com.
Then follow these instructions:

Accessing School Portal

Getting set up and creating a Tes account

Join TES for free Join Tes for free

G Register with Google

n Register with Facebook

Teacher
or

School Leader .
Email

Select the relevant Usermams Click Register and
option from the list N confirm your registration

via the email you receive.

Support Staff

Student Teacher

Student ¥ Receive news and updates from TES

. By registering, you are agreeing to our terms and conditions ant
Insert email address privcy poicy

Already have a Tes account? Login now!

Already have a TES account? Log in now!

If you are setup as a school admin and wish to add more users, you can find the instructions on how to do it on the
Settings section of this guide.
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Accessing School Portal

Logging into Tes and School Portal

Once you've registered with Tes, go to tes.com and
click login in the top right hand corner.

Where to find School Portal

Resources Jobs Community News Courses Store

What is your role?
Improve your profile
Teacher o ish
MDass Sct

You'll see My Schools in the left hand navigation bar
once you've logged in.

Teacher Student Teacher School Leader Student Pare

Click this and you’ll be taken to School Portal. Hi,

Edit profile Show more careers

My schools

If you have more than one school linked to your
account you’ll be given a list of schools to choose
from when you click My Schools. Click the school’'s

My jobs Four ways in which it's different, y'know, spoken Teacher of English s
Career profile grammar

Saved jobs AdiBloom in News

name to log into that specific school. e o schoct e Schos

My resources

Heathfield House School,

Saved resources
Lessons

Author dashboard Recommended Resources

Add new e {Freebie}
My shop % Phonics: Fidget
iy~ ol FREE

Tes Elements
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School career site

What is a Career Site?

As part of your School Portal you have access to your Zachary Academy @"y

Acaceml
U InSL

school’s very own Career Site: a customisable website
designed to help you market your school and vacancies

to candidates. <‘\\ @
Your Career Site gives you a platform to: ZaChan U(\; |

» Describe your school's ethos, work, culture and location Academ
« Bring your school to life with images of your students,

vrege Employer details

facilities and classrooms e s
* Include testimonials and a welcome video featuring the e e Aga range 1-18yeens

head, students, staff and parents Fodagoiabn:  Sie-Academy
« Upload attachments, such as your school prospectus

or Ofsted report About Zachary Academy

Zachary Academy is 3 ictional TEST secondary school setup by the TES to trial some
. i , . . of the systems s Iaunching shortly with teachars.

We recommend you link it to your school’'s main website Foundea 1910, the TES begn 35 the Tmes EAUCH0ns! SUBEIEMENt nawspaper
so you only need to post your vacancies once. o e e e et e

classroom materials.

The name Zachary Academy was cnosen for this test school because its nital leter
Would make it 2asier to spot inlists. We have not namead it afer a partoular sducator,
historical character, actor or pet.

We welcoms imaginary applicants who want to see what our systems are like. However,
none of the obs aovertised here ars raal. This ks purely for test purposes. Thisisnot a

#tes



School career site

Accessing and editing

M
zeenny ) Zachary Academy

Academy

Holborn, London, WC1R 4HQ

Wy
Zachary Academy 2““%@9

Acade
xpire
ra
tatistics w
ettings

\

Zachary (

Accessing School Career Site
Click on School Career Site on the left menu

#tes

View Edit ¢ Your Career Site has O jobs listed Link to Career Site (7]

Editing your School Career Site

What you can edit and add to your school’s career site:

*  Yourlogo

* A photo gallery

* Theme colour

» Page banner image (Request banner image creation)
» Description of your school

*  Quotes

* Videos

+ Attachments

Note
You won't be able to edit:
- Employer details
- Location
- Contacts
For changes to these sections, please contact Schools
Directory schoolsdirectory@tesglobal.com




School career site

Uploading a logo and photos

Logo H Local Files

¢ Maximum dimensions 120 x 60 pixels

drag & drop
any files
120 x 60 :

Choose an image

Choose a local file

You can then either drag &

: drop the files directly or click
1 Click Choose Images 2 Choose a local file and add it

from a computer folder

#tes

Add this image?

s
2@

Logo
¢ Maximum dimensions 120 x 60 pixels

h 4
zoenery )

20160901 ...logo.jpg, 27 KB

Select your file and click
open

Click Done and your files will
be uploaded



School career site

Adding a page banner

A banner on your School Career Portal is an important feature to help you stand out.
It should reflect the branding of your school and summarise your ethos.

Request banner image creation

,«\

Zachary ( - W

Academy

How to add a banner
1. If you have your own banner, the same steps apply as for image and logo uploads. Maximum dimensions are 1146 x

256 pixels.
2. If you don’t have a banner with the necessary dimensions, nor someone that could do it, we can create a free

banner for you. On the Edit page, scroll down to the Page banner image section, hover over the existing image and
click ‘Request banner image creation.’

#%tes



School career site

Adding a description and quotes

Description

Q Ocharacters

Heading

Quotes

VT
( Addaquote )
- /

Quote

Source

(: Add -:] Cancel

#tes

Description

The text you enter in the description will be displayed at the
top of your page, under your banner in the About section. Use
it to describe your school's ethos, work, culture and location.

Quotes
Quotes can come from teachers, parents and staff.
Use these to bring your school to life.

Include the
1 Click Add a quote 3 source of your
quote

Include your _
2 selected text 4 Click Add



School career site

Adding awards and a video

Awards

To add awards to your Career Site, please contact support on 0203 194 3050.

Video

Youtube or Vimeo embed URL

Caption

#tes

Awards
If you have any awards that you would like to mention please
contact our support team and they will be able to help you.

Video
You can add a video from YouTube or Vimeo. Simply paste
the URL where requested and add a caption



School career site

Adding attachments

If you have attachments about your school you

can add them here. Please note:

* Files should be smaller than 10Mb

« All attachments uploaded on this page will show
on ALL adverts.

To save time we recommend that:

» General documents be added to Career Site
(School Prospectus, Inspection Report,
Safeguarding and Child Protection policy,

Letter from the Headteacher etc)

* When creating an advert, Job Specific documents
be added to each individual advert (job spec, person
spec, department info etc

To save and publish your content and any changes,

please ensure you click Publish changes. )

#%tes

Attachments
Q

School prospectus

Choose afile

Brochure

Choose afile

Vision

Choose afile

Map/location

Choose afile

General details

Choose afile

Mission statement

Choose afile

Recruitment monitoring form

Choose afile

| |
=y
o

Choose afile

Mission statement

Recruitment monitoring form

Ch

Inspection report

Choose afile

=
o
o
=4
]

Choose afile

Ethos and school values

Choose afile

Letter from the headteacher

Choose afile

Letter to applicants

Choose afile

Child protection policy

Choose afile

Message from the pupils

Choose afile

Child protection policy

Message from the pupils




School career site

Linking to your school’s website

Zachary Academy

Holborn, London, WC1R 4HQ

-4
C 3 Zachary ( %
rrrrr Acaﬂemg((\

Zachary

? Your school Jobs Board

Allvacancies you post will automatically appear on your Career Site for the duration of their availability in the Tes
searchable job listings. You can link your school website or your advertisements on other sites to your new Career
Site by using the link below:

4P
https://www.tes.com/joIl‘\ Copy /\

Please note that while the ability to apply for jobs will cease after the advert end date, job details pages will be
accessible for up to 6 months from candidates “saved jobs" areas or browser bookmarks.

#tes

W oy

Click on School Career Site on the left
panel

Click on Link to Career Site on the top of
the page

On the pop up window click Copy

Paste the link behind your Vacancies/Careers
tab on your website or hyperlink it to a word on
your website and/or other Job sites. This is
something your IT department can help you
with.



Job adverts
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Job adverts

All your adverts information in one place

The job posting process is divided into 5 sections:

- Post new job: Start a new advert from scratch

- Current: Find all jobs that are being or have been processed
by Tes and are live on the tes.com website.

- Expired: Find all jobs that have passed the advert close date

- Draft: Find all the adverts that you have started and not yet
submitted to Tes

- Statistics: You can monitor your live and past adverts to gain
insight to improve current and future performance.

#%tes

Wy

©

Zachary (
Academy
School chooser

My Tes

Schosimmnner site

Jobadverts
Post a new job

Current

Expired

Draft

Statistics

.......
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Post a new job

Creating your job ad

Creating a job ad is a six stage process:

1 Writing your advert 4 Writing your job summary (for silver and gold adverts)
2 Choosing your application form 5 Adding your contact details and instructions
3 Adding supporting documents 6 Previewing and submitting your ad

#tes



Posting a job

Writing your advert

The first thing you'll need to do is enter the details of the job you’re

posting, such as the name, salary, when it starts, etc.

» All compulsory fields need to be complete in order to submit the
job advert

* Optional fields are flagged - we recommend completing all fields
to ensure enough information is provided to candidates

* Please ensure you select the correct Workplace and Position so it
appears in the relevant section of tes.com

You'll then need to detail the specifications of your job advert:

« To add your advert text, you can copy and paste from an existing
document on your device or type it in.

+ Remember to format your text as you'd like it to read on tes.com
as this is how it will appear on the website.

#tes

Job title

Salary (optional)

-
help «

Permanent
Temporary
Fixed Term

Maternity Cover

Job start date (optional)

Workplace

Positions

Subjects

Advert start date

Advert text

o
v Enter

Heading

Full Time
Part Time

Full Time / Part Time

Advert end date

Not Applicable
Not Suitable for NQ
Suitable for NQTs

NQT = Newly-Quakified Teache



Posting a job
Choosing your application form

You will need to select how you wish to receive applications
for the job you’re posting.

Your options from the drop down box are:
* Your school’s own application form

* Request candidates upload a CV

» Or divert applicants to another website

#tes

Application form type (find out more)

Requesta CV

Email where applications will be sent

Supporting documents




Posting a job
Adding supporting documents

You have the option to attach supporting documents to
appear alongside the advert your are submitting.

You can have up to 10 attachments live on Tes at any
time. All documents must be either Word or PDF, and be
smaller than 7mb.

To save time, you can attach general documents to your
Career Site and only add job specific to the advert you are
posting.

Note: All documents attached to your Career Site will also
appear on all adverts

#tes

Supporting documents

Q Any documents attached to your Career Site page will also appear on yo

Job description

( Chooseafile )

Person specification

( Chooseafile ‘

Applicant information pack

[ Chooseafile )

Other documents

' Choose afile '

ur

r advert.




Posting a job

Writing your job summary Placethis sdvert ©

¥/ As asearchablelistingon TES Jobs

¥ Onmy Career Site

The Job listing summary appears on the Tes search

Job listing summary

results page for Sllver and gOId adverts_ Q This will appear on the TES search results page, so it's important to make a great first impression. Entice potent

to click into your advert with an opening statement. Maximum 250 characters

It's the first phrase a candidate sees before clicking to see
your advert so ensure your summary stands out from other
adverts to grab attention and interest.

Note: All vacancies you post will appear on your school’s
Career Site automatically.

#%tes



Posting a job
Adding your contact details and instructions

Add your contact details to ensure we are able to contact
you if there is a problem with your advert.

And add any booking instructions. This section is optional
but we recommend you treat it as a blank email for any
further instructions for our team.

If you wish your advert to appear in the print publication,
please ensure you tick the box. This will then prompt you to
upload your print artwork or your advert text. This may incur
an additional cost.

#tes

Contact details

¢ We will use these details to contact you in the event of a problem with your job ad

First name Surname

Telephone

Email

Booking instructions for TES (optional)




Posting a job
Previewing and submitting your ad

The Preview button will show you what the advert looks like as a
Gold listing (our highest level advert).

Note: If your advert is a Bronze or Silver, some graphics may not
appear on the live advert.

Once you've reviewed your ad and are happy with it, you can
submit it the vacancy to Tes or your agency to post on your behalf

You will receive a pop up confirmation once you've successfully
submitted your advert.

You will receive a email confirming that your advert has been
processed and will go live on your chosen date.

#%tes

Place this advert directly with TES

® Place this advert through an agency @

Email address of agent

‘ PreView ‘ @
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Stages of your advert

The job posting process

What you
can see
and do

Current

Pending jobs

Pending jobs are all jobs you’ve
submitted but have not yet been
made live by Tes.

Edit — will allow you to make
changes to your advert. Depending
on what you change, your changes
may be instant or require
resubmission to Tes. If you have a
subscription you can edit all fields.
Those without subscription can edit
most fields.

Cancel Job - will send a
cancellation notice to Tes and bring
the advert back into Draft so you can
amend and re-submit it without being
charged.

You will receive an email confirming
the job will be set live on your
chosen date

Current jobs

Current jobs are all jobs that have
been processed by Tes and are live
on the tes.com website.

View Applications — view all the
candidates that have applied for this
job

View Statistics — view how your
advert is performing on tes.com

View on Tes — will open the advert as
it appears on tes.com

Edit — will allow you to make
amendments to your live advert.

Cancel Job - will send a cancellation
notice to Tes and move the advert to
expired jobs. By this stage you will
have been charged for the job unless
you have a subscription.

Expired jobs are all jobs that
pass the advert close date.

View Applications — view all the
candidates that have applied for
this job

View Statistics — view how your
advert performed on tes.com

View on Tes — will open the advert
as it appeared on tes.com

Advert details — provides a
summary of all the job details

Remember: All expired jobs from
the past 2 years will be visible in
this section.

Draft jobs are any jobs you’ve
created but not yet submitted to
Tes.

Edit - continue editing your advert.
You can edit everything

Cancel Job - delete the advert
from Drafts without being charged

Remember: All Jobs you start will
automatically be saved in Drafts.

You'll be able to see them at the

top of your School Portal home

page.

You will see a pop up on the
screen confirming it has been sent
to Tes



Stages of your advert

Current jobs in Pending status

Being processed by Tes & will go live shortly

Submitting a job for Tes to approve doesn’t make it

unchangeable. Teacher of Mathematics Pending
Click on the job that you have submitted and you can find 6 Being processed by Tes & will go ive shortly
options of which 3 are available: Teacher of Mathematics Pending
- Edit: you can edit any fields that might need adjusting
- Copy job: if you have a similar role you'd like to submit, you salary MPs
can copy the submitted job* Contract type Full Time
- Cancel job: if the job became irrelevant, you have found a CEDIERIEL SEEEL
candidate for the position or was uploaded by mistake or in ( Edit ) dobstarts September 2017
duplicate, you can cancel the job and it will move to your ( copysp ) Created 13:20, 11 May
expired jobs in a few seconds (" cancetsop )  Displayedon IS A

*More details to be found further in the guide

#%tes



Stages of your advert

Current jobs in Current status

When Tes approves a job, the 6 options in each job become
available:

- Applications: this brings you to the Applicant Tracking
System* for each job

- Statistics: you'll be able to see a number of different
performance related statistics

- View on Tes: view your job from the point of view of your
candidates

- Edit: you can edit any fields that might need adjusting

- Copy job: if you have a similar role you'd like to submit, you
can copy the submitted job*

- Cancel job: if the job became irrelevant, you have found a
candidate for the position or was uploaded by mistake or in
duplicate, you can cancel the job and it will move to your
expired jobs in a few seconds

*More details to be found further in the guide

#%tes

History teacher

History teacher

Applications

Statistics

View on Tes

Edit

Copy Job

Cancel Job

Salary

Contract type

Contract term

Advert start

Job starts

Displayed on

Online advert

Premium mobile

MPS 1-4

Full Time

Permanent Suitable for NQTs

1Sep 2017

1st September

School Job Board

Basic

No



Stages of your advert

Expired jobs

Once a job’s date is past, it moves to the Expired tab. By clicking
on each expired job you can still explore useful functionalities:
- Applications: explore past candidates on your Applicant
Tracking System* for each job
- Statistics: take advantage of past performance related
statistics in order to improve future job adverts
- View on Tes: view your job from the point of view of your
candidates
- Advert details: summary of what was submitted on each job
post
- Copy job: if you have a similar role you'd like to submit, you
can copy the submitted job*

*More details to be found further in the guide

#tes

Teacher of German

Teacher of German

Applications

Statistics

View on Tes

Advert details

Copy Job

Salary

Contract type

Contract term

Advert start

Job starts

Displayed on

Online advert

Premium mobile

£35,000

Full Time

Permanent

31 May 2017

September 2017

School Job Board

Basic

No




Stages of your advert
Draft jobs

On your Drafts you will find all the adverts that you have started
writing and didn’t post. All New job posts are automatically saved
here.

If you click on each one of them you can:
- Edit: you can edit an advert in order to complete and post it.
- Copy job: you can keep a generic Draft in your Draft jobs
that you can copy each time you want to post a new job*
- Cancel job: if you no longer want to keep the Draft you can
delete it here.

*More details to be found further in the guide

#tes

Draft

Teacher of Drama

Draft

Edit

Copy Job

Cancel Job

Created

Displayed on

11:18, 26 Jul

Tes Jobs, School Job Board



Current, Expired & Draft

Copying a job

Posting a job can be done in two ways
- Starting a job from scratch on Post new job
(explained previously)
- Copying from a previous job advert already
created and submitted to Tes

Copy Job

You can copy a job from any of the previous jobs you've
posted to Tes regardless of their status.

Go to any Current jobs (whether pending or already
published on Tes), Expired jobs and Drafts, click on the
job you’d like to duplicate and click on Copy Job.

This will open the Post new job form with all the current
copied data in place. Edit the fields you’d like to change
(please remember to change the advert dates) and
Submit to Tes or keep it as draf until finalised.

#%tes

History Teacher

Viewon TES

Edit

Copy Job

30000

Full Time

Permanent Suitable for NOTs

11 Jan 2017

School Job Board

I
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Applicant tracking system

What is an Applicant tracking system?

One of the most powerful tools built into School Portal is the
Applicant tracking system or ATS.

This free simple-to-use online tool streamlines the management of
your applicants and allows you to act quickly to secure talent.

All applications your vacancy receives will automatically go into the
ATS. From here you can do things like:

Create shortlists of potential candidates,

Respond individually to successful candidates,

Bulk email unsuccessful ones

Share and review applications with other staff members.
Download and print all of your applications in one go

#tes

Back to job list

A TES Talent Team - long term supply cover is available for these positions

Teacher for TES

v & &  Finers:

Duncan Cragg

Jonathan Baker-bates

New q Candidate

New Candidate

eeeeeeeeeeeeeee
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Applicant tracking system

Accessing the Applicant tracking system (ATS)

The ATS can be accessed either on Current jobs published or on Expired jobs.

Back to job list Invite reviewers + Add candidate

>rTES © Ends 10ct 20

A TES Talent Team - long term supply cover is available for these positions

Teacher for TES
ations Salary some salary
stics )  Contracttype Full Time
n TES Contract term Permanent Suitable for NQT:
it Advert start 12 Sep 2016 Set status A4 Filters: Hired (0) New (0) Shortlisted (0) Possible (3) Interview (0) Unsuccessful (1) Withdrawn (0)
Copy Job Job starts ASAP
Displayed on School Job Board Duncan Cragg Print Download
Ve ~ Online advert Basic
(_ Request supply cover )
Premium mobile No Jonathan Baker-bates
Print Download
. . . y . New q Candidate
Click on the job title you'd like to i) (4 Domrins
y p New Candidate

Click on Applications

This will bring you to the Applicant Tracking
System for the selected job

#tes



Applicant tracking system

Managing candidates

Here’s all the things you can do with the ATS:

- Email: email candidates (individually or several at
once by selecting them)

- Download: Download applications to keep a local
record

- Set status: set candidate status to Hired/ Shortlisted/  DataandResearchManager
Possible/ Interview/ Unsuccessful/ Withdrawn using the
Set status dropdown box

Back tojoblist Invite reviewers + Add candidate

= Print: p”nt Or download the Candldate appllcatlons Set status v Filters: [JHired(0) [INew(2) Ulshortiisted(0) [JPossible(0) Ulinterview(0) [JUnsuccess ful (0) CJwithdrawn (0)
(individually or several at once by selecting them up to
a maX Of 5 at a time) ‘ Jim Townley Print Download

NEW

- View application: view individual candidates’
application by clicking on their name
- Add candidates: manually add candidates who have

not applied through Tes
- Invite reviewers: invite Reviewers to access this
particular vacancy and view applicants

#%tes

Shaun Brown

NEW Print Download




Applicant tracking system

Setting candidate status

To help you easily manage all applicants you can change the status
of applicants throughout the recruitment process.

All applicants added to the ATS have a default status of New. You can tony teen
change the status of each candidate using the drop down box

under the candidate’s name.

You can either choose the status in each individual application or edit
multiple candidates status at once by selecting the checkbox next
to their names on the main ATS page.

You can then choose one of the following options:

- Shortlist - Interview
- Unsuccessful - Hire
- Possible - Withdrawn

Lastly, you can simplify your view of candidates by filtering to only
see the candidates who have the status you've selected.

#tes

Set status

v

Set status
Shortlist
Unsuccessful
Possible
Interview
Hire
Withdrawn

w




Applicant tracking system

Individual Applicants

When accessing an individual application, you'll be able to: posive -

Download documents submitted during the application such as -
Application form and Equal Opportunities (school admins only)

Application PDF Equal Opportunities PDF

View the candidate’s personal statement

View Application Details and Equal Opportunities form (only if the s s sl s s
Online application form haS been used) Working as a Teaching Assistant allows me to share my love of reading and growing our knowledge of the world . | take pride in the books that we can offer

children and the time we can have to share new worlds with them.

Working at the Zachary Academy would allow me share the goal of sharing our love of reading with anew generation.

Set the candidate status and email the candidate.

Add comments and view the audit trail. Any actions or emails taken
within the ATS are recorded in the audit trail. Emails sent to

candidates are highlighted in blue so you can click and open the email

S e n t Document Equal Opportunities PDF downloaded

Document Application PDF downloaded

Selected as possible

#tes



Applicant tracking system

Adding additional applications

To add a candidate who hasn't applied
via the Tes website, click the Add Backtojoblist Imite reviewers

(\ + Add candidate/\‘

candidate button on the top right hand
side corner of the main ATS screen. , iy
Back to job list Invite reviewers ( +Jikicf,’!d,'(jaie )
. . Add Candidate [}
This will prompt a box to open where
First name Last name

you will be able to fill in the candidate 7
details and upload documents related T \Motendil )
to their application.

Once added, the Candidate Wi" appear Set status v Filters: Hired (0) New (0) Shortlisted (0) Possible (3) Interview (0) Unsuccessful (1) Withdrawn (0)
in the candidate list.
Duncan Cragg Print Download

#tes



Applicant tracking system

Inviting Reviewers

Admin users and Staff with recruitment toolkit users are

able to view all applicants and are able to invite existing

Staff members to the Applicant tracking system of a

specific job they’d like them to have access to. -

Back tojob list Invite reviewers + Addcandidate

To do this, simply click on Invite Reviewers button (next

tO the Add Candldate button) Invite Reviewers )
QV:'J[,‘\»:dLL'J—Jd to this list will receive an email notification to view and comment on this candidate.

This will prompt a new box that will show staff members banage sat
i n Wh iCh yo u Ca n Se I eCt the o n eS yo u Wa nt to ad d . Stefano CeschiBerrini X Alex Hughes X David Morgantini (staff) @ Stefano Ceschi Berrini (staff)

Karen Gruar (staff) #| Alex Hughes (staff)

Kirsty Pearce-Perkins (staff) Aubury (staff)
F o r exa m p I e David Morgantini (staff) Georgina Guy (staff)
HR Manager (School Admln) adds the Head Of Gareth Cresswell (staff) Dominic Jones (staff)
Mathematics as Staff (using the Settings section) and A et

invites them to review applicants for a Teacher of
Mathematics vacancy. The Head of Mathematics will
have full access to applications for this role only.
This functionality is referred to as Job Collaboration.
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Statistics

Why review your job statistics?

The Statistics section allows you to get a valuable performance insight on your current and past adverts.

Checking your statistics on past jobs can also help you improve the response of future advertising. You can monitor your live adverts
and contact us to improve its performance.

You can also review past ads, see those that performed well and duplicate them to replicate your success.

)

Academy

o
zeenay ) Zachary Academy

Holborn, London, WC1R 4HQ

School chooser

My Tes

Statistics Switchjobs

School career site

Jobadverts
Postanew job

Current

Expired

Draft
® ‘ Statistics



Statistics

Accessing your statistics

You can access the Statistics page in two different ways

1. Direct link to Statistics is available on the left hand Navigation panel

- @ Zachary Academy
%’“U\ Holborn, London, WC1R 4HQ

ooser

History teacher

Head of English

Statistics

Data and Research Ma

nager
Groundskeeper
Defence against dark arts teacher
Teacher Of Maths, london
Teacher of German

Head of English

Teaching Assistant

Science Teacher

Head of English

Art Teacher

Head of English

Select the job you'd
like to explore on the
top right of the page
and its data will show

”g tes on the page.

Zachary Academy

Holbaen, Landon, WCAR 4HQ

Head of English

Qtimes isitors ave seen tisjobinsearchistings

64uisitstotejoopage

21 appiication actiity

Ofiecownioads




Statistics

Accessing your statistics

You can access the Statistics page in two different ways

2. Through each job application on both Current or
Expired jobs

Applications

Head of English

ry Competitive

Head of English Statistics

N itract type Full Time
{ Applications ) salary Competitive
\

~ = a
C Statistics ) contracttype Full Time V ew on TES J ntract term Permanent Suitable for NQTs
—— -
( View on Tes ) Contractterm Permanent Suitable for NQTs Jrdvert start 25 May 2017
4 Y Advertstart 25May 2017
( Advert details ) .
\ J Edit Displayed on School Job Board
( Copy Job ) Displayedon School Job Board
N Online advert Basic

Online advert Basic

Premium mobile No
Premium mobile No

Click on the job title you want to explore and the box
will expand showing your job details. Then select
Statistics to view the data for this specific role.
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Understanding your statistics

1. Number of times the vacancy has appeared in the Tes jobs
search listings, ie, a search for Secondary/Maths/ London would

bring up a list of all available jobs matching this search, including your
job.

2. Number of times the role has been viewed by potential applicants
who have clicked on the job for more details.

3. Number of times potential applicants have clicked on the
Apply button. Please note, clicks on the Apply button are only an
indication of interest in applying and not submitted applications.

4. Number of times attachments have been downloaded.
This number is a total of all downloads and does not look at how
many times each file has been downloaded.

Note: all statistics are split between mobile (dark blue) and desktop
(light blue)

#tes
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Statistics

Understanding your statistics

5. You can use the Top Locations list to
understand where interest in the role is
coming from. You can use this to tailor your
future adverts to attract candidates from a
particular location.

For example, if you are getting interest from
the US and can offer visa sponsorship, make
sure you include this in your advert.

#%tes
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Settings

Adding users

If you have School Admin access you can add users to School
Portal.

To add a user click Settings on the School Portal home page.

Scroll to the type of user you want to add and click the Add button.

This will prompt a box to appear where you can either:
* Fill in the email address of the member of staff you wish
to invite
« Copy a general invitation link you can share with multiple staff

If you’ve selected to invite via email, the member of staff will

receive an email prompting them to login and register their account

against School Portal. If they don’t have a Tes account already,
they’ll be prompted to make one.

If you are using the general invitation link you will be prompted to
approve each staff member who joins your School Portal.

#tes

M
gacnay ) Zachary Academy

m Holborn, London, WC1R 4HQ

School chooser

Manage staff

School portal admins Add admin

Admins can control all access rights to your
school
AnaEmilia_Silva null

Add job title

etz

Adrian Munro

Add job title

Make staff Remove

alana_beardsley-best null

Add job title

Make staff Remove

Manage staff

School portal admins

Add admin (<]

Invite by email (automatic approval)

Admins can control all access rights to your
school

Email address of invitee Job title Option

Input email Input job title



Accessing School Portal

Types of user
School Portal has four different user types: School Admin, Staff with Recruitment Toolkit, Staff and Agent.
This is the access each user has:

School Admin - has overall access to School Portal (create/edit/copy/post jobs and see equal opportunity data) and is able to use the
Settings button to invite other members of staff.

Staff with Recruitment Toolkit - Has high level of access to School Portal (create/edit/copy/post jobs/view applications) and is able to
use the Invite Reviewers button. They will not be able to use the Settings button. They can see applications but not Equal Opportunities
forms submitted by candidates.

Staff - has a low level of access to School Portal and they are able to see a list of jobs but can't take any action. They will not be able to
use the Settings or Invite Reviewers button.

Agent - has a high level of access to School Portal (create/edit/ copy/post jobs) but they are not able to see applications, use Settings or
Invite Reviewers.

#%tes



Accessing School Portal

Rights per type of user

Create  View Edit
jobs jobs jobs

User type

Inviting and
removing other
users

Changing
user type

School Admin v v v
Staff with
Recruitment toolkit \ \ \
Staff v
Agent v v v

*Can only access when invited to do so for specific roles

#tes

Access Applicant  Can change status See Equal
tracking system of and contact Opportunity
YS)) applicants data
v v v
v v
A v*



Settings

Changing user access

If you need to change the level off access for a School

Admin or Staff user go to the Settings menu.
School portal admins —
Admins can control all access rights to your school

Find their name and click either ‘Make Admin’ R T r—
or ‘Make Staff’. ’

Angela Pradhan Make staff Remove
v

Make Admin will promote staff to administrator access

Make Staff will demote staff to staff access

To change Staff and Staff with recruitment toolkit
access, simply untick recruitment toolkit next to the

user’'s name.

Alex Hughes Make admin Remove
Recruitment toolkit @

David Morgantini Make admin Remove
Recruitment toolkit @

Agents can only be added and removed — they cannot
be upgraded or downgraded to School Admin or Staff.

#%tes
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Application form options

Application form types

When publishing a new advert, you are able to choose the form that
suits your organisation the best.

1. CV Upload: you can request a CV
2. School made application: upload your own application form
3. Via web-link: divert your applicants to your school website

The applicants are able to identify which application form is requested
depending on the label available on the live job advert.

(: Save for later )

Apply now label for CV
Upload and School made
application

#tes

( Saveforlater ) (YL HETLI R G

Apply on school website label for
a school that has chosen to
direct candidates to complete an
application on their website.




Basic information

First nameds

Application form options -

Dnca

CV Upload —

While most schools require an application form, eV

. . . . o We Suggest a 0oc, Jocx, pafor rif no Digger than 5MS
non-teaching institutions normally only require a CV
and covering statement.

Upicadfile )
\\

Supporting document (optional)
O ur VleW We suggest a doc. ‘:ocx pa# or ¥ o Digger than SMB
Employers that select this option will receive both a -
candidate’s CV and covering statement. Copies of both will
also appear in TES's free Applicant Tracking System
application.

Supporting statement

Please provide details about yourses#

QErtfy 0 the best Of my KNOWIS00e and Delief the NFOMMation given N this appiication is
[ 1 true and accurate. | undersiand that Fthe Nformation s false Or MISeading < will asqualify

me from my 3ppontmeant or afer 3ppoNtMent Could lex

giSMiSSal | ACKNOWIS00S tat Whare tis form is sud
SIGNITrE, SICTrONKC recePt Of this fForm by the employer will De 0Semed Squivalent 1o
submission of 2 signed version and will constitute conSirmation of the daciaration




Application form options

School made application

Schools that have their own application forms already
can continue to upload those to TES.

Download application form

d complete the appiication. Then upkoad in the following section.

My completed application

Our view

Candidates who want to apply will need to download Supporting document (options)
your school-made application, fill it in, then upload it Ve sggsaco. o o un v
before applying. This may be off-putting to —
candidates, especially if they are considering roles at B”’

any other schools. The forms will show in TES’s free -

applicant tracking system.

Supporting statement

This will be sent with your application

#tes



Application form options

Via web-link

Recruiters who really want to send candidates off to a
different site, such as their school website, can do so
by providing a web address when posting their advert.

Our view _
This option makes it impossible for schools to fully track Head of English Zachary \)
the performance of an advert they have placed with Zachary Academy Academy )

Tes. No candidates can be shown in the Applicant
Tracking System. Furthermore, candidates can find this
route off-putting as multiple clicks and link redirects
normally increases the risk of a person quitting the

application process. Please download the application form before applying.

& Download application i}

Applications are made on their website.

Continue to My Applications

#tes
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Getting Help

Account summary & contact

The account summary panel is on the School Portal and gives you information about your subscription (if you have one); how
many jobs you’'ve posted and who you should contact if you need support

Zoz School

Sydney, New South Wales, NSW 2000

School chooser

My Tes
School career site Your account support Tes Customer Support Team Australia Phone 0731128568
Email customersupport@smartteachers.com.au

Jobadverts
Posta new job

Employer ID 1167393 c/o Smart Teachers, Level 8, 50 Clarence Street, NSW 2000
Current Terms and Conditions
Expired
Draft . . - .

Posted job ads 2016-2017 0 Tes Jobs: (Premium mobile 0)
Statistics

j Posted job ads 2015-2016 0 Tes Jobs: (Premium mobile 0)

Settings J

Support




